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PURPOSE:

To provide instructions for handling Petitions for Conciliation Counseling at the Family Court Filing Counters for the Office of the Clerk of the Court.
OBJECTIVE:
· To accurately file a Petition for Conciliation Counseling. (Petitions for Conciliation Counseling may come with or without a Maricopa County case number. )
EVENT DRIVER:

·  Customer submits a Petition for Conciliation Counseling to the filing counter.  

DOCUMENTS REQUIRED FOR FILING:

· Petition for Conciliation Counseling
· Sensitive Data Coversheet (without case # only)

· Copies of Petition for each party

PROCEDURES WITHOUT A MARICOPA COUNTY CASE NUMBER: 
1. Check all documents for complete address including zip code, phone number and Bar Association Number. Information should be located in upper left hand corner.
2. Determine the Family Court case number utilizing the regional zip code boundaries. Obtain the corresponding case number label. 
3. Place the case number label on the Sensitive Data/Coversheet.  Stamp the Family Court case number on all other documents. Make sure that the number to be stamped on the documents matches the case number label. 
4. The petition must be signed. 
5. File in the Petition using the automated cashiering system utilizing Service Code 294.
6. Conform up to five sets of copies upon request of the customer.
7. Return conformed copies and send customer to Family Court Administration.
8. Place the original filed documents into the file folder and route to EDM/Docket for processing.
PROCEDURES WITH A MARICOPA COUNTY CASE NUMBER: 
1. Check all documents for complete address including zip code, phone number and Bar Association Number. Information should be located in upper left hand corner. 
2. The petition must be signed.
3. File in the Petition using the Rapid Print.
4. Conform up to five sets of copies upon request of the customer.
5. Return conformed copies and send customer to Family Court Administration.
6. Route the original petition to EDM/Docket for processing.
POLICIES / RELATED DOCUMENTS:
· A.R.S. 25-381.09: Petition invoking jurisdiction or for transfer of action to conciliation court
· Petition for Conciliation Counseling

· Sensitive Data Coversheet (without case # only)

· Copies of Petition for each party
OTHER PARTIES INVOLVED:
· Family Court Administration
· EDM/Docket
TIME / VOLUME:
· Varied

FREQUENCY:
· As received
PERFORMANCE MEASURE:
· None
SYSTEM ACCESS REQUIRED:
· iCIS
· The Cash Receipting System
REPORTS / FORMS:
· None
DEFINITIONS:
· None
APPLICABILITY:
This procedure applies to all employees of the Clerk of the Court.
REVISION HISTORY:
	Revision Number
	Revision Author
	Summary of Changes
	Approval Date

	-
	N/A
	Document Origination
	03/25/2009

	A
	Angie Green
	Format and update new process
	08/21/2015

	B
	Sheri Jaffe
	Updated for CDI
	10/03/2016

	C
	
	
	


[image: image1.png]


